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PREFACE. 



nnniS llttle book is not designed to take the place of, but rather to introdace 
the student to, larger works. Many rules given may seem so simple as not 
to need stating. The author's experience in conducting classes of College and 
Law Students, Ghautauquas, Men's and Women's Clubs, etc., has taught him 
that nothing hinders progress more than misunderstanding the simple things 
at the beginning, and that nothing is more common. 

The Syllabus is written especially for that large and growing class of Clubs, 
Literary Societies, etc., which so deeply feel the need of a better acquaintance 
with Parliamentary forms and usages, as well as the difficulties in the way of 
gaining such practieal knowledge through mere individual study, that they are 
turningf resolutely to Club Practice as the true and only solution of this problem. 
It is hoped that in such Club Fva/ctice— practice with s^tM^y— these lessons will be 
found helpful and not too difficult. 

Lesson XXIY, on Reversal of Action on Amendments, contains, the author 
believes, the only complete statement given to the public of this most perplexing 
of aU Parliamentary Laws, and is given in answer to many requests. 

References to other works are made where the rule given might be thought an 
innovation. On a few points, without authoritative rule or precedent, the 
endorsement of the rule here given by the author of " Robert's Rules " is indicated 
by"H. M. R." 

These Lessons will he douibly helpful if each Syllabus is used for Club-Drill 
at two separate sessions of one to two hours each. 

The writer takes pleasure in acknowledging the invaluable aid derived from 
years of interchange of opinions and rulings in submitted cases, as well as 
frequent discussions of obscure and controverted points, with his brother, Col. 
H. M. Robert, the author of "Robert's Rules of Order." 

JOSBPH T. ROBERT. 
Chioaoo, III., October, 1897. 
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Motions which can not be Reconsidered. 


1 


Adjourn. 


6 


A Question, to Reconsider which 


2 


Election to oflloe of a person pres- 




has already been moved and lost. 




ent and not declining. 
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Reconsider. 


3 


Lay on the Table; affirmative vote. 
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Recess. 


4 


Preyious Question (affirmative vote). 


9 


Suspend Rules. 




if partly or wholly executed. 


10 


Take from the Table; affirmative 


5 


A Question already Reconsidered, 




vote. 




wrdess amended during first Re- 


11 


A Vote, as a result of which some- 




consideration, 




thing has been done which the 
Assembly can not reverse. 


II. 


Questions which can not be Amended. See Lesson III. 


III. 


Undebatable Questions. 


1 


Amendments to Undebatable Ques- 


16 


Object, where General Consent is 




tions. 




required. 


2 


Adjourn (unqualified). 


17 


Orders of the Day, call for. 


3 


Adjourn, Fix Time to whicli to. 


18 


Postpone to a Definite Time.1 




(Priv'd).* 


19 


Point of Order. 


4 


Appeals, relating to Indecorum, 


20 


Precedence of Motions, Questions 




Transgression of Rules of Debate, 




as to. 




Priority of Business; or made 


21 


Previous Question. 




during pendency of any undebat- 


22 


Priority of Business, Questions re- 




able question. 




lating to. 


5 


Call to Order. 


23 


Reading Papers. 


6 


Close Debate. 


24 


Recess. 


7 


Doubting the Vote. 


25 


Reconsider an Undebatable Q'n. 


8 


Extend Limits of Debate. 


26 


Enter " Reconsider " on Minutes. 


9 


Fix Time to which to Adjourn, 


27 


Rise (in Committe^^Adjoum). 




(Priv'd).* 


28 


Substitute for Undebatable Q'n. 


10 


General Consent, asking for. 


29 


Suspend Rules. 


11 


Lay on the Table. 


30 


Take from the Table. 


12 


Leave to Continue after Indecorum. 


31 


Take up Question out of its Proper 


13 


Limit Debate. 




Order. 


14 


Motions made while Previous Ques- 


32 


Vote, Changing a. 




tion or any Undebatable Question 


33 


Voting, Questions as to Mode of. 




is pending.f 


34 


" Call for Division in. 


15 


Object to Consideration. 


36 


Withdrawal of a Motion. 






36 


" Second. 



* " Fix Time to which to Adjourn " is Unprivileged and Debatable, if moved when no 
other question is pending. 
tH. M. R. 
t Allows only limited debate on Postpone. 



LISTS OF MOTIONS. 



I. 


pRiYiLEOED Questions. 


III. 

1 
2 
3 

4 
5 
6 

7 
8 


SuBsiDLUtT Questions. 


1 

2 
3 
4 
5 


Fix the Time to which to Adjourn. 
Adjourn (unqualified). 
Take a Recess. 
Questions of Privilege. 
CaU for Orders of the Day. 


Lay on the Table. 
Previous Question* 
Close and Limit Debate. - 
Extend Limits of Debate. 
Postpone Definitely. 


II. 


Incidental Questions. 


Commit or Refer. 
Amend. 


1 


Questions of Order. 

Appeal. 

Objection to Consideration. 

Questions as to Mode of Voting. 

Enter Beconsider on Minutes. 

Reading Papers. 

Withdraw a Motion. 

Suspend Rules. 


Postpone Indefinitely. 


2 
3 
4 
6 
6 
7 
8 
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ABBREVIATIONS. 



Fix Time— Fix the Time to which to Adjourn. 

H. M. R.»H. M. Robert, author of Robert's Rules. 

p. Q. —Previous Question. 

R. R. —Robert's Rules of Order. 
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A PARLIAMENTARY SYLLABUS. 



TWENTY-FOUR PROGRESSIVE LESSONS. 



SYLLABUS — LESSON I. 
TEMPORARY ORGANIZATION— MOTIONS— POINT OP ORDER. 

I. Organization of an Occasional Meeting. 

1. At the appointed time some one shoold come forward and say: The meet- 

ing will please come to order. I move that Mr. A. act as Chairman. (If 
not promptly seconded, say: Is the motion seconded?) 

2. It is moved and seconded that Mr. A. act as Chairman. Are you ready for 

the question? (Waiting an instant) — ^AU in favor of the motion will say 
aye ; (after ayes respond) those opposed, no, 

8. The ayes have it, Mr. A. is elected and will please take the Chair (or, the 
noes have it, the motion is lost and nominations for Chairman are in 
order). 

4. ** Nominations for Chairman are in order " may be used as soon as the meet- 
ing is called to order (1). 

II. Obtaining the Floor. 

1. Before making a motion or speech a member must Obtain the Floor; i. e. 

rise, address the Chair, and wait till recognized. 

2. The Chair recognizes by naming the member: e. g, *' Mr. Jones." 

3. '* Mr. Chairman," ** Mrs. or Miss (or Madam) Chairman" are the usual forms. 

If a special title belongs to the office, that should be used, as " Mr. 
Speaker," **Mrs. President." 

III. Making and Seconding Motions. 

1. Don't say ** I motion," "I move you," **I move the Chair." 

2. Obtain the floor and say ''I move," stating the motion briefly. 

3. In Seconding a motion don't say ** I sustain " or '' I support the motion." 

4. Remain seated, without addressing the Ciiair, and say: " I second the mo- 

tion" (or Appeal, etc.). — R. R. 

IV. Resolutions. 

1. Should be read and handed to the Chair or Secretary. 

Forms: 1 move the adoption of the following resolution: Resolved, That 
etc. 

V. Point of Order. 

1. If a member sees any violation of the rules he may (even while another has 
the floor) rise and say: ''Mr. Chairman, I rise to a Point of Order." 

d. Chairman: "Pleasestatethepoint of order." 

8. (]!hairman: '*The Chair decides the point (not) well taken, and the member 
must speak to the pending amendment." 

4. The Chairman can himself call a member to order. 

12 
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SYLLABUS— LESSON IL 

AMEND— PIVB FORMS— HOSTILE AND GERM ANB - PREVIOUS 

QUESTION. 



^ 



I. FiTE FoBMS OF Amendment. 

1. To insert or add. \ 

2. To strike out. V See also Lesson III. 
8. To strike out and insert. ) 

4. To substitute. (Lesson X.) 
6. To divide. (Lesson IX.) 
IL Laws— Germane, Hostile, TbiyiaLi 

1. An Amendment may be Hostile (». e. directly opposed to the original mo- 

tion) ; but must be Germane («. e. have a direct bearing on the subject of 
the original motion). 

2. An Amendment obvioudy Trivial should be ruled out by the Chair: e. g, 

" 1 move to amend by adding ' Queen Victoria ' to the committee." 
8. An Amendment is debatable only when the main question is debatable. 
.4. The words Inserted or Struck Out must be connected words. 
f 5. In ** Strike out and Insert," the words must be inserted in tThe place from 
which the others were struck out, — ^R. R, 
6. To '< Strike out and Insert " is one motion, and can not be divided. 

III. Forms. 

1. I move to amend the amendment by inserting the words ''by law" after the 
word "prohibited." 

2. I move to amend the second resolution by striking out the word "taarpay- 
ers/' and inserting the words ''able to read." 

3. The ayes (noes) have it, and the amendment is adopted (or ksQ. 

4. The question now recurs on the resolution as amended (ar, if the amendment 
fails, on the original resolution). Are you ready for the question? 

IV. Previous Question. (For fuller treatment, su Lesson XXL) 

1. The Previous Question means: Stop debating, stop amending, and vote, 

2. It brings the pending question or questions to an immediate vote. 
8. The Previous Question may be limited by its mover to one or more questions. 
4. Requires a two-thirds vote. 

V. Forms. 

1. I move the Previous Question (on, the amendment). 

2. Shall the main question be now put? 

3. Shall the question be now put on the amendment? 

4. Two-thirds voting in the affirmative, the ayes have it, and the. Previous 
(Question is ordered (on the amendments). 

Note. — ^Unless all members of the Assembly are familiar with Parliament- 
ary Law, it is best, if a motion requires a two-thirds vote, to announce 
thai fact: (a) In stating the question, and (b) In announcing the result. 
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SYLLABUS — LESSON IH. 

AMEND (Part 2)— PARLIAMBNTARY INQUIRY— DOUBTING THE 

VOTE. 

I. Laws of Amendments. 

1. Every amendment can be amended. 

2. ,An amendment to an amendment can not be amended. 
8. Two separate amendments can not be before an Assembly at the same time. 
4. When a motion, an amendment and an amendment to the amendment are 

pending, the vote is taken — 

(a) On the amendment to the amendment. 

(h) On the amendment (or, if amended, on the amendment as amended). 

(c) On the original motion (or, if amended, on t?^ motion as amended). 

II. The following are the principal questions which can not be amended: 

1. Adjourn.* 

2. Appeal. 

3. Lay on (and Take from) the Table. 

4. Leave to continue speaking, etc. 

5. Object to Consideration. 

6. Orders of the Day, call for. 

7. Postpone Indefinitely. 

8. Previous Question. 

9. Reconsider. 

10. Suspend Rules. \ 

11. Take up business out of order. 

12. Withdrawal of a motion. 
III. , Pabliamentabt Inquibt. 

1. If a member is in doubt as to any rule, method or form, relating to business 
already before t?ie Assembly, or wTUch he wishes to bring up for consider- 

ation: 

2. He should rise and say: '* Mr. Chairman, I rise to a Parliamentary Inquiry.'* 

3. Chairman: *' Please state the Inquiry." 

4. Needs neither recognition by the Chair, nor a second. 

IV. DOUBTINO VHB VOTB AND DIVISION. 

1. If any member is not satisfied with the result (as stated by the Chair) of any 
1^^ vote by ayes and noes, he may rise and say: '' Mr. Chairman, I doubt the 

vote (or, Mr. Chairman, I* call for a Division)." 

2. Chairman: ''A division is called for. All in favor will rise and stand until 

counted ; (after counting) those opposed will rise." 
8. The Chair mdy count, or ask the Secretary, or appoint Tellers from both 
-V sides. 
4." The number may be announced by the Chair as each side is counted, or after 

both sides have voted, e. g. 25 in the affirmative, 40 in the negative, and 

the motion is lost. 

* " Adjourn '* always means " Adjoubn, UnqwtUfied^'''' unless otherwise stated. 
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SYLLABUS — LESSON IV. 
OBJECT TO CONSIDBRATION— CLOSE DEBATE. (See Lesson XX.) 

I, Object to Considesatiom: 

1. Applies only to Principal Motions (i. e. motions introducing a subject). 

2. Must be made before debate, amendment or other motion, but after the 

question has been stated by the Chair. 
8. The Chair can put the question without a motion, if he thinks best. 

4. Is in order when another has the floor. 

5. Needs no recognition or second. 

6. Can not be debated, amended, or have any other subsidiary motion applied 

to it, except: 

7. Can be laid on the table, carrying the main question with it, 

8. A twO'thirds vote in the negative defeats Consideration for the entire session, , 

unless reconsidered. 

9. An affirmatiye Yote of more than one-third leaves the question before the 

Assembly for action. 

II. FOBMS. 

1. Mr. Chairman, I object to the consideration of the question (petiticm, etc.). 

2. Objection to consideration being made, the question before the Assembly is, 

" Shall the question be considered? A two-thirds negative vote is required 
to prevent consideration. Are you ready for the question?" 

3. All in favor of consideration will say aye ; those opposed, no, 

4. More than one-third voting in the affirmative, the ayes have it and the 

question (report, etc.) is before the Assembly for consideration. 

5. Two-thirds voting in the negative, the noes have it and the Assembly refuses 

to consider. 
I III. Close Debate. (See Lesson XX.) 

1. Applies to all debatable questions. 

2. Can not be debated. . 

3. Can be amended and reconsidered^^ 

4. At the time fixed, cuts off debate and amendments and brings the question or 

questions to which it is applied, to a vote. 

5. Applies to a motion and its amendments, unless limited by the mover. 

6. Requires a two-thirds vote. 
IV. Forms. 

1. I move that the debate be now closed (or, closed at 10:30). 

2. I move to amend by striking out " thirty.'* 

3. Two-thirds voting in the affirmative, the ayes have it, and debate will close 

at 10:30. 

\ 
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20 A PABUAMEKTABY SYLLABUS. 

SYLLABUS — LESSON V. . 
LAY ON THE TABLE— TAKE FROM THE TABLE — RECESS. 

I. Lai^on the Tablb: 

1. Tabling any question tables every other vitally connected question ; e. g. 

Amendment tabled, carries the main question to the table. 

2. Can not be debated or amended. 

«9r-^YielcMo III! Ti'ini'lii'il ""'^ fiiniiloBtnl fj^nnntirinri nirrniit ftlijri f 

4. Carried, can not be Reconsidered, but question must be Taken from the 

Table. 

5. Loatf can l^p Reconsidered^ before the question is changed (by amendment, 

etc.) ; after such change it must be ^newed. 

II. Apparent Exceptions to Above Rules. 
Tabling the foUomng questions Tables nothing else : 

Amendment to Minutes. 

Amendment to Rules (etc.) already adopted. . 

Appeal (sustains the Chair). 

Reconsider.. * 

Question of Privilege. 

Repeal, Rescind, Expunge. 

III. The FoiiLowiNG QuI:stions can not be Laid on the Table: 

1. Adjourn. 

2. Fix Time (Privileged). 

3. Lay on the Table. 

4J Orders^of the.Day (as a class). 
sSPriority of Business (questions as to). 

6. Take frdm the Table. 

IV. Take from the Table. 

1. Rules I, 1-3 apply also to Take from the Table 

2. Questions Laid on the Table can be Taken from the Table during the same 

session, when no other question is pending. 

3. In organizations with sessions not longer than a day, and as often as 

monthly, tJie best pra>ctice is to allow any question to be taken from the 
Table which was Laid on the Table at the previous- session. — R. R. 

4. Take from the Table: (a) Lost, can be Reconsidered ; {b) Carried, can not 

be Reconsidere^but the question can be again Laid on the Table. 
y. Forms. |^K 

ir I move the questHPoe Laid on the Table. 
_,^ 2. I move the report of the Social Committee be Taken from the Table. 

VI. Recess. 

1. I^ecedes all questions except Fix Time (Privileged) and Adjourn. 

2. Can not be debated. Can be amended. 

8. The f meeting" after a Recess is not (mother but the same " meeting" 

VII. Fofifo. 

1. I move we now take a Recess of one hour (or, till 7 P. M.).. 
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SYLLABUS— LESSON VI. 

POSTPONE INDEFINITELY— POSTPONE DEFINITELY— PART I OF 

RECONSIDER. 

I. Postpone Indefinitslt: 

1. Applies only to— 

(a) Principal Motions, i. e. Motions introducing a subject. 
if) Questions of Privilege. 

2. Yields to all Privileged, Incidental and Subsidiary Questions, except: 

(a) Objection to Consideration. 

Q)) Amend. 
8. Can be debated, and opens the main question to debate. 
4. Can not be amended. 
6« Can be reconsidered, 
n. Effect of. Postpone Indefinitely and Related Motions. 

1. The Previous Question and Close Debate, if ordered, apply only to Postpone. 

3. Lay on the Table, Commit and Postpone Definitely, applied to Postpone 

Indefinitely, carry the main question also. 
8. Postpone Indefinitely ea/rried^ puts aside the question for the entire session, 
unless reconsidered. 

4. Postpone Indefinitely Zo^^^leaves the main question before the Assembly just 

as it was. 

III. Forms. 

1. I move the question (of Privilege) be Indefinitely Postponed. 

IV. Postpone Definitely (i. e. to a Certain Time). 

1. Can be Amended, Tabled, Reconsidered. 

2. Precedes Commit, Amend, Indefinitely Postpone. 

3. Allows limited debate, including the main question only so far as it relates 

to the propriety of postponement. 

4. A question can be postponed to any time during the session, or to the nest 

sessi,on, and then it is included in Unfinished Business. 
6. Previous Question (unless limited to Postpone) applies to the main question 
also. 

V. Forms. 

1. I move th& question be postponed to the next meeting. 

VI. Part I of RECONSiDEdT {More fully treated in Lesson XYIIL) 

. 1. Reconsider must be moved (except when the vote was by ballot) by one who 
voted on tJie prevailing (winning) side. Any one can second it. 
- > 2. Reconsider must be moved on the same day, or the next. 

3. Is debatable, when the main question is. 

4. When debatable opens the main question to debate. 

VII. Forms. 

1. I move to Reconsider (the vote on) the amendment. 

Note. — For questions which can not be Reconsidered, see page 7. 
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SYLLABUS — LESSON VIL 
APPEAL. 

I. Appbal. 

1. Erery decision of the Chair can be appealed from, except decisions made 

while another appeal is pending. 

2. Any member, even if personally affected by the decision, can appeal. 

3. Must be seconded (" I second the appeal "). 

4. An Appeal can not be amended. 

5. Tabling an Appeal does not table the main question, but sustains the Chair 

till the Appeal is taken from the table and aycted on. 

6. Previous Question and Close Debate, applied to Appeal, do not affect the 

main question. 

7. Reconsidering an Appeal does not Reconsider the main question. 

S, A Tie-Yote sustains the Chair, even if ccmsed by the vote of the Chmrman, — 
B. B. (See Note.) 

^. The Chair is not obliged to decide a Point of Order, or CJuestion of Privi- 
lege. May avoid friction and Appeal by at once puttmg such questions 
to vote without a motion. (Forms 6, 7.) 

10. AppecUa are UndebtUdble, if relating to : 

(a) Indecorum. 

(h) Rules of Debate. 

(c) Priority of Business; or: 

(d) If made while any undebatable question is pending. — H. M. R. 

11. If debatable, no member shall speak more than once. 

12. Whether debatable or not, the Chairman has the right to state the reasons 

for his decision (without leaving the chair), before putting the question 
on the appeal. 

II. Forms. 

1. I appeal from the decision of the Chair. (I second the appeal.) ^ 

2. Chairman: The decision of the Chair is appealed from. The question is, 

Shall the decision of the Chair stand as the judgment of the Assembly? 
Are you ready for the question? 

3. Chairman: All in favor of sustaining the decision of the Chair, say aye, etc. 

4. Chairman : The a/yea have it, and the decision of the Chair is sustained. 

5. Chairman: The noes have it, and the decision of the Chair is overruled. 

6. The Chair is in doubt. All who believe the amendment to be in order, 

say aye, etc. (See 9, above.) 

7. The ayes have it, and the Assembly has decided the amendment to be in 

order. The question now recurs on the adoption of the amendment, 
striking out the word ''Railways" and inserting ''Corporations." * Ar6 
you ready, etc.? 
Note. — ^The rule is : The Chair can vote whenever his vote would change the 

result— also in balloting, and voting by yeas and nays. In the latter case,* 

the Chairman's name should be called last. 
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SYLLABUS — LESSON VIIL 
WITHDRAWAL OP A MOTION. 

I. Before a Motion is Stated, the maker 'can, tciih consent of the second: 

1. Withdraw, amend or completely change, any question. 

2. If the second objects, withdrawal fail^, and the Chair states the questlpn. 

II. After a Question is Stated, and before it is affected by amendment or 

other motion : 

1. The maker can Withdraw, Amend or Substitute— by general consent. 

2. If any one objects. Leave to Withdraw, etc., may be granted: 

(a) By formal motion and vote. 

(fi) Informally, by vote without motion. i 

3. Withdrawal may be made at (or without) the suggestion of the Chair, or ^ 

other member, who may give very briefly reasons for stick request. 

4. All motions and requests relating to Withdrawal, etc., are undebatable. 

III. Objects and Effects of Withdrawal. 

1. If withdrawal fails, the question to which it applied, remains before the 
. / Assembly. 

\^, A motion withdrawn, is as if it had never been made. 
8. Objects: To cut off burning topics; give way to urgent business; relieve 
the mover of responsibility; amend most easily and quickly; change 
unamendable motions ; e. g, withdraw Adjourn and move Recess. 
rv. Forms. 

1. (Obtaining the floor). I wish to withdraw the motion. 

2. I wish the member would withdraw the motion so as to allow the Eteport,etc. 

3. I wish the member would amend the instructions so that the Committee, etc. 

4. (Before the. motion is stated by the Chair). Chairman: Does the second 

consent t 

5. (After the question is stated by the Chair). Chairman: Is there any 

objection? . 

6. Chairman: There being no objection, the motion is withdrawn (amended). 

7. I move the gentleman be allowed to withdraw the motion. 

8. (When a member wishes to withdraw a motion, and there is objection.) 

Chairmany without waiting for a motion to allow, etc., may say: Shall 
the member be granted leave, ^tc.? All in favor, etc. The ayes have it, 
and the motion is withdrawn. 
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SYLLABUS — LESSON IX. 
AMEND BY DIVISION. 

I. Amend bt Ditision. 

1. The Diyision of a question is a form of amendment used to secure separate 

Yotes on different parts of a motion or resolution. 

2. All laws which apply to other amendments, apply also to Division. 
8. No member can insist upon the division of any question. 

4. The Chairman has no more right to decide Tuna a motion or resolution shall 

be divided, than to decide the form of any other amendment. 

5. A Division must be made on a motion specifying how the question is to be 

divided. 

6. A motion to Divide can be amended, as to^ 

(a) The number of parts into which the question is to be divided. 

(b) The place where each part ends. 

7. The parts into which a question is divided must be so independent that an 

Assembly can act upon either, if all the other parts f aiL 

8. Instead of dividing a question the same result can usually be better reached 

by some other form of amendment. 

9. If the motion to divide is carried each purt is treated as an independent mo- 

tion or resolution, i. e, the first part is debated, amended and fuUy dis- 
posed of, before the second part can be considered. 
10. The following can not be divided: 

(a) A motion and its amendments. 
{b) To Commit and Instruct. 

(c) To Strike out and Insert. 

(d) A Preamble can not be divided from the Besolutions it introduces. 

II. FOBMS. 

1. I move to divide the resolution into three parts, the first ending with the 

word "franchise," and the second with the word "audited." 
Note. — Since the last part must end with the last word of the resolution, that 
ending should not be included in the motion to divide. 

2. The ayes have it and the resolution is divided into three parts. The ques- 

tion now recurs on the first part, ** Resolved, That mugwumps are the 
hope of the nation." Are you ready for the question? 
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SYLLABUS— LESSON X. 
SUBSTITUTE. 

I. A Substitute: 

1. Is an amendment, and subject to all laws of amendments. 

2. Is Strike out and Insert on a larger scale. 

3. Substitutes another paragraph, resolution, article, report, etc., on the same 

subject, for the one pending. 

4. Where only a few words are changed it is best to use the form Strike out and 

Insert, (Lesson II.) 

— -- 5. A Substitute may be amended, but an amendment to a Substitute can not 

be amended. 
6. A Substitute for an amendment may be offered, and is treated as any other 
amendment to an amendment. 

- - > 7. While an amendment is pending, a Substitute can not he offered for the reso- 

lution (or part of it), or for the resolution and amendment (B.B.); but the 
amendment must first be voted on, and then (whether the amendment be 
carried or lost) a Substitute for the resolution will be in order. 

8. A Substitute is debatable if the main question is. 

9. The following questions applied to a Substitute cover the main question also : 

(a) Lay on the Table. 

(h) Postpone to a Certain Time. 

(c) Commit. 

(d) Previous Question (unless limited). 

(e) Close Debate (unless limited). 

10. Postpone Indefinitely is not in order while a Substitute is pending. 
IL Forms. 

1. I move to substitute for the amendment the following words: ''Whenever 

a majority of the tax-payers shall make such a request, etc." 

2. I move the adoption of the following (as a) substitute for the fourth resolu- 

tion: "Resolved, That we repadiate^etc.''. 
KoTB. — ^The most important and most difficult rules to apply to Substitutes 
are adapted from Lesson II: 

1. A Substitute may be Hostile (i, e, directly opposed) to the original mo- 
tion; 

2. But must be G-ebmane, i, e. have a direct beaHng on the subject of the 
original motion. 
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SYLLABUS— LESSON XL 
PERMANENT ORGANIZATION— CONSTITUTION. 

I. Tempobabt Oboaiozation, Etc. 

1. Organize as in Lesson I, adding '' pro tern " to " Chairman " and ''Sec/' 

2. The Chairman may (call on some one to) state the object of the meeting. 

3. Some one may move the adoption of a resolution of this kind: *' Resolved, 

That it is the sense of this meeting that a Current Events Club should 
be formed, etc.''; which can be debated, amended and put to vote. 

4. (After this vote, or omitting 2 or 3, or both.) A member should say: I move 

a Committee of (3) on Constitution (and By-Laws) be appointed by the 

Chair, to report as soon as possible. 
6. The Committee may report at once a Constitution already prepared, or the 

Assembly may now adjourn, and hear the report at the next meeting. 
6. The Chair, when notified that the Committee is ready, announces that the 

Assembly will now hear the report 

II. Adoption of Constitution. 

1. The Report should be read by the Chairman of the Committee (or Chair- 

man or Secretary of the Assembly). 

2. Member: " I move the adoption of the Constitution as reported." (Second.; 

3. " It is moved and seconded that the Constitution as read be adopted. Are 

yon ready for the question ? " 

4. The Chairman should then read Article I, and ask: ''Are there any Amend- 

ments to Article I." (If Article is divided, read one Section at a time.) 

5. After amendments and debate on this Article, the Chair should ask: ''Are 

there any other amendments to Article 1?" If not, read the other 
Articles in their order, voting on the Amendments to ectch Article (or Sec- 
tion) before reading the next. 

6. No amendment is in order (during this reading) except to the Article (or 

Section) last read. 

7. A motion to adopt a reported Ariicle (or Section) is not in order. 

8. A motion tp adopt a/n {additional Article (or Section) is not in order. In this 

case the proper form is: "I move to amend the Constitution by adding 
(inserting) the following: 'AeticlkVII, Quorum, ^ia.*^^ 

9. After separately reading and amending all the Articles in their order, the 

Constitution as amended should be read, when all parts are open to 
amendments and debate. 

10. The Chair then puts the question on the adoption of the Constitution as 

amended. 

11. After adopting a Constitution no business is in order except Adjourn and 

Recess ; to enable intending members to comply with the conditions of 
membership; e. g. sign the Constitution — pay initiation fee. 

12. By a two-thirds vote this order may be suspended, and the whole Constitu- 

tion be read, debated and open to amendment. — R. R. 

13. Members joining a Society before the first roll-call or business meeting are 

exempt from conditions of merribership cU that time impossible; e.g. rules 
requiring names to be recommended by two members, endorsed by Com- 
mittee on Membership, etc., do not affect " Charter Members." 
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SYLLABUS — LESSON XIL 
ELECTION OF OFFICERS. 

I. NOMINAnONS. 

1. Chairman (after reading, correction, etc., of Minutes— Lesson XIV): The 

next business is the election of officers. Mr. A. and Miss B. will please 
act as Tellers. (Tellers should promptly distribute and collect haUots.) 

2. If there be a Nominating Committee it will now report. 

8. WhetT^er there he a Nominating Committee or not — nominations from the 
floor are in order; (and voting is not confined to persons nominated, — 
H. M. R.) 

4. Nominations should be seconded, unless omitted by general consent. 

5. Instead of a Nominating Committee, or nominations from the floor. An 

Informal Ballot (which does not elect) is the best form of nomination 
to avoid friction, insure free expression of the will of the Assembly, and 
block "close corporation " schemes. 

II. Elections. 

1. Chairman (after nominations) : Please prepare your ballots for President. 
8. The Tellers collect and count ballots, and hand report to Chairman. 

3. Chairman reads report, states result, and, if no election, orders another 

ballot. 

4. Blanks are not counted or reported. 

5. Imperfect haUots are counted for the person intended, in the judgment of 

the Tellers. Doubtful cases are decided by the Assembly.-^CtiSHiNa. 

6. A majority of the votes cast elects, whether the person was nominated or 

not, unless the Constitution, or by-laws, provides otherwise. 

7. Any eligible member may be voted for and elected on any ballot, whether 

receiving many or few votes, or none--on previous ballots. 

8. Officers are elected in their order, each assuming office as soon as elected, 

unless the Society has a rule or custom to the contrary. 

9. Secretary may be directed to cast the vote of the Assembly for Mr. , if 

only one is nominated. But a single objection, or one negative vote, pre- 
vents such balloting. 

III. Forms. 

1. Chairman: Nominations for President are now in order. 

2. I move we now proceed to an informal ballot for President. 

3. Chairman: Mr. B. has 7 votes; Miss C, 2; Mr. D., 8. The whole number 

of votes is 17; required to elect, 9, No one receiving that number, there 
is no election. Prepare your ballots, etc. 

4. Chairman (after reading the returns): The number of votes required to 

elect, 11. Mr. A. B. Jones, receiving 13 votes, is elected President. Mr. 
Jones will please come forward and take the Chair (except where elections 
occur before new term of office begins). 

5. I move the Secretary be directed to cast the vote of the Assembly for Mr. A. 
Note. — ^When elections fellow Organization (Lesson XI), only those who 

h>ave complied^ with the conditions of membership Now Possible (see II, 
13, on page :^ can take any part in the proceedings. If desired, the 
Secretary should call the roll to show who are entitled to vote. 
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SYLLABUS— LESSON XIIL 
ORDER OP BUSINESS— SPECIAL ORDER— QUORUM. 

I. Order of Business, where no special order has been adopted: 
1. Galling to Order by the Chair. 

3. Reading, Correction and Approval of minutes of previous day (or meeting). 

3. Reports of Standing Committees (in their regular order). 

4. Reports of Select Committees. 

5. Unfinished Business (including all Postponed to this meeting). 

6. New Business (including business Laid on the Table at a previous meeting 

and now Taken from the Table— where this custom prevails). 

7. Adjourn. 

II. Rules. 

1. 'If a Chairman rules ''Adjourn'' out of order till reached in the regular 

course, (a) Move to Adjourn; (b) If ruled out, Appeal. 

2. This secures a decision by the supreme court — the Assembly itself — and 

removes a source of friction. Each Assembly should settle this question 
for itself. 

3. If the ruling of the Chair is sustained. Adjourn can be acted on at any time, 

by suspending the rules — by a two-thirds vote. 

4. Business should be called for by the Chair in the regular order, but may be 

Laid on the Table by a majority item by item, but not as a whole, or as a 



5. By suspension of Rules (two-thirds vote) any business can be taken up out 

of its proper order at amy time, when no other business is before the 
Assembly. 

6. The Secretary should furnish the Chairman with a list of committees and of 

all business which should come up for action at the meeting. 

7. Trustees, Boards, etc., are included in Standing Committees. 

8. Any subject made a '' Special Order " for a meeting takes precedence of all 

other business except reading of the minutes, and can be called up at any 
time, even when a member has the floor. 

9. If the Chairman and Vice-chairman are absent, the Secretary should call 

to order, and a Chairman ^ro tern, be at once elected. 

III. Forms. 

1. Secretary (calling to order): Will some one nominate a Chairman i^ro tern, ? 

2. I move the reports of Standing Committees be Laid on the Table. 

3. The motion is out of order ; only one report can be tabled in a single motion. 

4. I move to Take from the Table the resolutions on Charity Bureau work. 

5. The Chair rules that questions Taken from the Table come under New Busi- 

ness, and are now out of order. 

IV. Quorum. 

1. Unless a Quorum be present, no business is in order, except Adjourn, Recess, 

Fix Time, and measures the Assembly may adopt to secure a Quorum. 

2. Each Society should fix the number constituting a Quorum. In the absence 

of such a rule, a Quorum is a majority of the members (Committee). 

3. The presence of a Quorum, when doubted, is ascertained by calling the roll. 



38 A PABLIAMENTABT STLLABUS. 



SYLLABUS— LESSON XIV. 

MINUTES. 

L Minutes. 

1. The Ohairman, at the appointed hour, should call the meeting to order and 

say: *' The Minutes will now be read." 

2. A motion to dispense with the reading of the Minutes, or any part of them 

(as a report, a petition), is in order. 
8. Chairman: ** Are there any corrections to the Minutes? (Waiting.) If not, 
they stand approved." 

4. Corrections or amendments may be suggested by the Chairman, or any other 

member; and by general consent are made in the Minutes, by direction of 
the Chair. 

5. If there be difference of opinion as to any proposed amendment of the 

Minutes, the question is put to vote — with or without a motion. 

6. All corrections and amendments of Minutes are to be treated as any other 

Amendments — subject to debate, amendment, and other motions. 

7. Any Parliamentary Question applied to an amendment does not apply to the 

Minutes; e, g. an amendment tabled does not table the Minutes. 

8. There is no time limit to such amendments — whenever cm error ie found in 

the Minutes, it is in order to correct it, 

9. It is not usual to formally move to approve the Minutes. 

10. Minutes should always give : 

(a) Time and place of meeting; 

(b) Chairman and Secretary; 

(c) All motions carried ; and 

(<Q As much more as the Society wishes; 

(e) And be signed by the Secretary (and Chairman). 

11. What more the Minutes should contain depends on the use to be made of 

them (published?) and the character of the Assembly. No criticism or 
praise should be indulged in by the Secretary. 

II. FOBMS. 

1. Chairman: The Secretary will read the Minutes. 

2. I move the reading of the Minutes be dispensed with. 

3. Mr. Henry's name should be added to the Auditing Committee. 

4. Chairman: The Secretary will make the change suggested. 

5. Chairman: If there are no further corrections the Minutes stand approved. 

6. I move all comments of the Secretary on the debates be struck out. 
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SYLLABUS — LESSON XV. 
QUESTIONS OP PRIVILEGE -CHANGING A VOTE. 

I. Questions of Pbiyileoe : 

1. Aelate to the rights and priyileges of the Assembly, or of any of its mem- 

bers — 08 members of the Assembly, 

2. Take precedence of all questions except Fix Time, Adjourn, Recess. 

8. If reqmring immediate action : 

(a) Take precedence of all questions. 

(b) Are in order when another has the floor. 

4. Do not require obtaining the floor, or a second. 

5. Are at once decided by the Chair. 

6. If necessary the Assembly then takes action on a motion made and seconded 

as usual. 

7. AU subsidiary Motions apply to such a motion on Privilegef'hxit do not affect 

the question pending when the question of Privilege was raised. 
* 8. All Motions and Questions of Priyilege: 

(a) Can be debated. 

(b) Can be amended. 

(c) Can be reconsidered. 

(d) Need not heJi/naUy settled, when raised. 

9. As soon as the question of Priyilege is disposed of, the question interrupted 

is again taken up. 

II. Forms. 

1. Mr. Chairman, I rise to a Question of Privilege. i 

2. Chairman: Please state the question. 

3. The open windows admit so much noise that the speaker cannot be heard in 

this part of the hall. 

4. Chairman: If the Assembly wishes^ the Chair will order the windows 

closed. (Or: The janitor will please close the vrindows.) 

5. I move the janitor be directed to close the windows on the south side of the 

hall. 

6. I move to amend the motion by inserting, after the word ^' close," the words 

*'the lower half of." 

7. {After debate, etc) I move the amendment be laid on the table. 

8. Chairman: It is moved and seconded to lay the amendment on the table; 

which would also carry the original motion to the table. Are you ready 
for the question? 

III. CHANGma A Vote. 

1. A member may change his vote, before the result is fully and finally 

awnownced : but not after such final announcement. 

2. If (a) a vote is taken by ayes and noes, (b) then a rising vote, (c) and finally 

the yeas and noAfS are ordered : a vote can be changed at any time 
before the result of the last vote is fully announced by the Chair. 
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SYLLABUS — LESSON XVL 
COMMIT AND COMMITTBBS. 

I. GOHXITTEBS. 

1. Most of the effective work of Societies is done through: 

(a) Standing Committees, whose names, duties and powers should be fixed 
in the By-Laws, as well as the time and method of appointment. 
{h) Select Comm«Y^e6«— appointed for special service as occasion demands, 
(c) Committee of the Whole. 

2. Committees may be: 

(a) Nominated by a Nominating Committee. 
(h) Nominated from the floor; 

(c) Nominated by the Chair; 

(d) Appointed by the Chair. 

3. Committees are elected by ayes and noes unless otherwise ordered. 

4. The Chair "appoints" a Committee by simply naming its members, but 

" nominates " by naming and toMng a vote. 

5. It is usually best to have the Chair appoint Committees^ 

II. To Commit. Rules. 

1. ** Commit" is debatable and opens the main question to debate. 

2. Can be amended by 

<«)^*f'*^ [the Committee. 
(&) Instructing ) 

8. "Commit" may be moved alone, leaving the kind of Committee to be 

settled afterwards. 

4. One motion may include all these points; e,g, "I move the petition be 

referred to the Library Committee, with instructions, etc." 

5. If different Committees are suggested, votes should be taken on : 

(a) Committee of the Whole; 

(6) Standing Committee; x* . ' 

(e) Select Committee. 

6. The Secretary should notify each member of the Committee, and give Chair- 

man of Committee all papers and instructions, and, if a Special Com- 
mittee, a list of its members. 

7. The first person named is Chairman until the Committee meets; and perma- 

nently, unless at its first meeting the Committee elects another Chairman. 

8. Each Committee can appoint Sub-committees, , which report only to the 

appointing Committee. 

III. Forms. 

1. I move the proposal be referred to the Trustees. 

2. I move the Club resolve itself into a Committee of the Whole on renting a 

hall. 

3. I move to amend (the motion to commit) by instructing tiie Conmiittee, etc» 

4. I move to amend the instructions by inserting after the words . 

5. Chairman: Of how many shall the Committee consist? 
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SYLLABUS — LESSON XVIL 
ADJOURN, UNQUALIFIED— ADJOURN, QUALIFIED. 

I. Adjourn (Unqualified): 

1. Precedes all questions except Fix Time to which to Adjourn (Privileged). 

2. YHiile Adjourn is pending the foUowing questions are in order: 

(a) Withdrawal of Motion to Adjourn. 
(h) Enter " Reconsider" on Minutes. <* 

(c) To Fix Time (Privileged). 

(d) Motion as to how vote shall be taken. 
(Also, if requiring ifnmediaie action :) 

(e) Appeals. 

(/) Puliamentary Inquiries. 
(g) Questions of Order. 
{h) Questions of Privilege.. 

3. Cannot be Amended, Debated or Reconsidered. 

4. Can be renewed after other business, or progress in debate. 

Forms, 1 move to adjourn. The ayes have it, and we stand adjourned (to 
8 P. M.). 

II. Adjourn (Qualifibd)— Five Forms. 

1. To Adjourn tine die. When Adjourn, wTuUevor form the motion m>a/y have, 

has the effect of dissolving the Assembly, it loses aU privilege ; can be 
debated, amended, tabled, etc.— H. M. R. and Rbbd. 

2. To Adjourn at a time. 
8. To Adjourn to a time. 

4. To Adjourn to a place. 

5. Any desired combination of 1,,2, 3, 4. 

6. Adjourn (qualified) has no privilege and precedes nothing* 

7. Can be debated and amended. 

8. Yields to all Privileged, Incidental and Subsidiary Questions, except Post- 

pone Indefinitely, and Object to Consideration. 

9. Can be Reconsidered, except aflirmative vote on 1, 8, 4. 

III. Forms. 

1. I move that we Adjourn sine die (or, toitthout da^) at 5 P. M. 

2. I move we Adjourn to meet at 10 A. M., July 6th. 

3. I move we adjourn at 9 P. M., to meet at the Elgin Opera House, at 7 

P. M., September 23d. 

4. The ayes have it, and the Club will«djourn at 9 P. M., etc. 

5. (At the time fixed,) The time for adjournment has come, and the Club 

stands adjourned to 7 P. M., September 23d, at the Elgin, etc. 
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SYLLABUS — LESSON XVm. 
RECONSIDBB^(MoEB Fttllt Tkxated). 

I. Bbconsidbb. 

1. If any Assembly wishes to modify or amiul any action already taken, the 

usual course is to Reconsider. 

" A2. ** Beconsider " must be moved (except where vote was by ballot) by one who 

voted on the prevailing side, whether majority or minority; e, g. If Id 

' vote for and 12 against Previous Question (requiring two-thirds vote) one 

of the 18 must move to Reconsider. 

3. Where the vote was by ballot, any member may move to Reconsider. 

4. Any member can second Reconsider. 

— S. Must be moved on the day on which the vote to be Reconsidered was taken, ^ 
or on the next day; legal holidays not coimting. 

6. To Reconsider a debatable question is debatable, and opens the main ques- 

tion to debate. 

7. "Reconsider" needs only a majority of the votes cast, even when the ques- 

tion reconsidered requires two-thirds, or a still larger vote. 

II. Effect and Order of Reconsideration. 

1. An Amendment, if voted on, must be reconsidered before an amendment to 

this amendmentjcan be Reconsidered. 

2. The main question, if voted on, must be Reconsidered before an amendment 

can be Reconsidered. 
;S, General Rule. No vote can be Reconsidered, without first Beconaiderinff — 
in inverse order — all subsequent votes which affect the question to be 
Reconsidered. Example: (If amendments and resolution have been 
voted on:) Before cm amendment to am. amendment cam he Recormdered, 
Reconsider must he carried (1) on the resolution; (2) on the amendment — 
then (3) the amendment to the amendment can be Reconsidered. 

4. Reconsider, lost, leaves the main question as it was before Reconsider was 

moved. 

5. Reconsider, carried, places the question reconsidered again before the 
Assembly, just as it stood before it was voted on. 

6. The effect of moving to Reconsider is to suspend all action required by the 
original motion, tUl Reconsider is acted on, or lapses by passing the time 
limit. 

) 7. Reconsider may be " moved and entered on the minutes " for future action, 
whatever question is pending, even while a/nother has the floor, 

III. Forms. 

1. I move to Reconsider the (vote on the) amendment (to the amendment). 

2. The ayes have it and the amendment is again before the Assembly. 

3. I move to Reconsider the vote on the Prohibition Platform, and wish the 

motion entered on the Minutes. 
Note.— For list of questions which can not be Reconsidered, see page 7. 
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SYLLABUS — LESSON XIX. 
FIX TIME (AND PLACE) TO WHICH TO ADJOURN. 

I. To Fix Tim is: 

1. Privileged — ^if made when another question is pending. 

2. Unprivileged— if made when no other question is pending. 

II. Fix Time, Pbivilsgid— <i. e, made when another question ie pending): 

1. Precedes all other questions: is in order while Adjourn is pending, and 

even after it is voted to adjowm^ before the result is fully stated. 

2. Can not be debated. 

3. Can be amended, but no other Subsidiary motion applies to it. 

4. Can be Beconsidered. 

5. Can not be made while another has the floor. 

6. While Fix Time is pending, to enter Reconsider on the minutes, is in order: 

also the following questions, if requiring immediate action: 

(a) Appeals. 

(b) Motions as to Mode of Voting. 

(c) Parliamentary Inquiries. 
{d) Points of Order. 

(e) Questions of Privilege. 

(/) Withdrawal of Motion to Fix Time. 

III. Forms. 

1. I move that when we adjourn we adjourn to (meet at) 9 A. M., August 4th. 

2. Entry in Minutes. "On motion of Mr. A., the Club fixed the time to 

which to adjourn at 9 A. M., August 4th." 

IV. Fix Time, Unprtvilboed— (t. c. made when no other question is pending): 

1. Is a Principal Motion, and yields to the usual Parliamentary questions. 

2. Precedes nothing. 

8. Can be Debated, Amended and Reconsidered. 

4. The Forms are the same as in Fix Time Privileged. 

Note A. — ^Avoid if possible combining " Fix Time " with " Adjourn"; e. g. 
**I move to adjourn to 7 P. M." The best plan is first to Fix the Time, 
and then "Adjourn" will find the Assembly prepared. 
Note B. — Fix the Place to which to Adjourn is Privileged or Unprivileged, 
just as Fix Time is: and all the above rules apply equally to this motion. 
— H. M. R. Or Time and Place can both be fixed in one motion ; e, g, 
" 1 move that when we adjourn we adjourn to meet at the Temple, on 
November 10th, at 8 P. M." 



fiO ▲ PARLIAMBNTARY SYLLABUS. 



SYLLABUS — LESSON XX. 
EXTEND, LIMIT, AND CLOSE DEBATE. 

I. Extend, Limit and Close Debate : 

1. Apply to all debatable questions. 

2. Bank next below the Preyious Question. — ^H. M. R. 

3. Require a two-thirds Yote. 

4. Can be Amended and Reconsidered, by a majority vote. 

5. Can not be debated. 

6. Unless limited by the mover, Apply to a motion and its amendments. 

II. Limit Debate— May Limit: 

1. The length of each speech (to fiye minutes). 

2. The number of speeches (to two on each side). 

d. The whole debate (to 30 minutes — which is really "dosing debcUe^ in 30 

minutes). 
4. Form. I move debate be limited to one-minute speeches. 
"* III. Close Debate : 

1. Closes Debate at a time, or in a certain time. 

2. When the time fixed for closing debate comes, this motion has the same 

effect as the Previous Question, i, e. cuts off debate and amendments, and 
brings the pending question or questions to vote. 

IV. Forms. 

1. I move that debate be now closed. 

2. I move to amend by striking out the words ** now closed '' and inserting the 

words ** closed in ten minutes " (or ** closed at 2 P. M."). 

3. {At the time fixed) Chairman : The time for closing debate has come, and 

the question before us is on the adoption of the resolutions on Temperance. 
Are you ready for the question? 

V. Extend Debate— May Apply to J 

1. The length of a single speech, or of all speeches. 

2. The times a member or members may speak. 

3. The whole time fixed for debate— on the program, or by vote. 

VI. Forms. 

1. I move the member be allowed five minutes to finish his speech 

2. I move the time for oonsideration of this report be extended to 11 :30. 
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SYLLABUS — LESSON XXL 

THE PREVIOUS QUESTION (Mobb Fully Stated)— PREVIOUS QUES- 
TION AND RECONSIDER. 

I. The Previous Question: 

1. Means: Stop debating, atop amending ^ and vote, 

2. Applies to all debatable questions, and no others. 

3. If Laid on the Table, carries the main question with it. 

4. Its effect is to bring the pending question or questions to an immediate vote. 

5. It can not be debated, or amended, postponed or committed. 

^.6. Previous Question, ordered on Commit or Amend, applies to the main ques- 
^ tion also, wUesa limited by t?te mover of the Previous Question, 

7. Previous Question, ordered on the following questions, does not affect the 
main question: 

(a) Appeals. 

(b) Postpone Definitely. 

(c) Postpone Indefinitely. 

(d) Questions of Privilege. 

(e) Reconsider. 

II. Previous Question and Reconsider. 

1. Previous Question, lost, can be Reconsidered. 

2. Previous Question, carried, can be Reconsidered before voting under it 

begins. 

3. While Previous Question is in force, any vote taken under it can be 

Reconsidered, subject to the Previous Question; i, e, without debate or 
amendment. 

4. When votes have been taken on all questions to which it applies, the Pre- 

vious Question is exhausted, and has no further effect on any question. 

6. After Previous Question is exhausted, votes previously taken under it, if 

Reconsider is moved on them, are treated as if Previous Question had 
never been ordered. 

III. Forms. 

1. I move the Previous Question (on the amendment). 

2. The question before the Assembly is, Shall the main question be now put? 

All in favor, etc. 

3. Shall the question be now put on the amendment? 

4. The ayes have it and the Previous Question is ordered (on the amendment). 
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SYLLABUS— LESSON XXIL 
SUSPEND BULBS, BY-LAWS, CONSTITUTION, ETC. 

I. To Suspend Constitution and Bt-Laws. 

1. No Assembly has the power to suspend the Constitation, or any part of it — 

eyen by a unanimous vote. 

2. The By-Laws can not be suspended, except where they provide by a special 

rule for the suspension of one or more specified By-Laws. 

3. Care should be taken to include in the Constitution and By-Laws only such 

Rules ad an Assembly will never need to suspend. 

4. If Constitution or By-Laws contain orders in the nature of BiUes, it should 

be allowed to suspend them; e. g, the Time of Meeting, Order of Business, 
etc. 

II. To Suspend Rules of Obdek. 

1. Certain Rules of Order can be suspended by a two-thirds vote, for a definite 
object, stated in the motion to Suspend. 
^_ 2. No Rules involving Parliamentary Law or Principles can be suspended. — 
/ H. M. R« 

(a) An undebatable question can not be made debatable, by suspension of 

Rules. 
(h) An unamendable question can not be made amendable, by suspending 
the Rules. 

(c) The Order of Precedence of Motions can not be changed by suspension. 

(d) Rules as to the Bights of Chairman, Secretary or members, can not be 

suspended. 

3. It is in order, by a two-thirds vote, to Suspend Rules and — 

(a) Allow visitors the right to debate, hut not to vote. 

(b) Cha/nge the hov/r for Closing Debate on a subject, or for Recess, etc. 

(c) Take up any particular business out of its proper order. 

4. ** Suspend Rules" can not be Reconsidered, Amended or Debated. 

5. Can not be renewed for the same purpose at the same meeting, 

6. Can be Laid on the Table. 

7. Rules passed by a superior, cannot be suspended by a subordinate, body. 

8. No rule conferring rights on one-third or less of the members, can be sus- 

pended, except by tma/nimoua vote, or general consent. 

III. Forms. 

1. I move to Suspend the Rules and take up the resolutions on Municipal 

Reform. 

2. I move to Suspend the Rules and allow the delegation from the Bureau of 

Charities to take part in the debate. 

3. The ayes have it, the rules are suspended, and the question before us is on 

the adoption of the resolutions, etc. Are you ready, etc. ? 

IV. Standing Rules: 

1. May be suspended at any time by a majority vote. 
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SYLLABUS — LESSON XXIIL 

TO AMEND CONSTITUTION, BY-LAWS, RULES OP ORDER, AND 
STANDING RULES. 

I. Constitution, Bt-Laws and Rules of Obdeb: 

1. Can be amended only at a regular (stated) business meeting. 

2. Written notice of the proposed amendment must be given at a previous 

regular (stated) business meeting. 

3. An amendment to Rules of Order, Constitution, By-Laws (adopted and in 

force) is really a Principal Motion, subject to an amendment and an 
amendment to the amendment. — H. M. R. 

4. Such amendments to the proposed amendment to Rules of Order, etc., must 

he strictly Gebhane. 

5. To amend Rules of Order, etc., requires two-thirds of those present and 

voting, 

6. But this amendment, before adoption as a part of the BuleSy etc, can be 

amended by a majority. 

II. Standing Rules include orders the society can adopt, amend, rescind or sus- 

pend — by a mere majority, at any meeting, without previous notice. 

III. HiGHEB Laws. 

1. Constitution, By-Laws and Rules must conform to U. S. and State Laws, 

and to the Rules and Orders of Superior Bodies (Ecclesiastical, Frater- 
nal, etc.). 

2. No Subordinate Society can amend laws enacted by its Superior. 

3. Where the Society is to own property, it should be Incorporated, and a 

member of Committee on Constitution should consult a lawyer, so 
that the Constitution and By-Laws shaU conform to State Laws : includ- 
ing laws as to amendment op Constitution and By-Laws, which nmst be 
observed, 

IV. Forms. 

1. The usual forms of amend apply. 

2. Written notice should give the present rule, proposed change and rule as 

amended. 
Note. — Societies usually prescribe methods for amending their Constitu- 
tion, By-Laws, Rules of Order and Standing Rules. Where not so pro- 
vided for, the common Parliamentary Law, as here given, regulates such 
action. 
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SYLLABUS — LESSON XXIV. 

HOW TO REVERSE ACTION ON AMENDMENTS. 

1* If a motion to Insert certam words is Lost — Ths' Assembly: 
1. Can not insert the same words, or part of them. 
3. Can insert (part of) the same words and strike out other words. 

3. Can insert the same words (or part of them) with added words. 

II. If a motion to Insert eert<iin words is Carried — Ths Assembly: 

1. Can not strike out the inserted words, or part of them. 

2. Can not strike out (part of) the inserted words, and insert other words. 
8. Can strike out the inserted words (or part of them) with other words, 

4. Can strike out (part of) the inserted words, with added words, and insert 

other words. 

III. If a motion to Strike Out certain words is Lost^ The Assembly: 
1. Can not strike out the same words, or part of them. 

3. Can strike out the same words (or part of them) with added words. 

8. Can strike out the same words (or part of them) and insert other words. 

4. Can strike out (part of) the same words, with added words, and insert others. 

IV. If a motion to Strike Out certain words is Carried — The Assembly: 

1. Can not insert the same words, or part of them. 

2. Can not strike out other words, and insert (part of) the same words. 

3. Can insert the same words (or part of them) with added words. 

4. Can S. 0. other words and insert (part of) the same words with added words. 

V. If a motion to Strike Out certain words and Insert other words is Lost — It 

can be Renewed if Either Set of words (i, e. if either the words to be 
struck out, or the words to be inserted) is Changed: 

1. To (part of) the same words, with added words. 3. To other words. 

2. To part of the same words. 4. To nothing. 
Examples: S. 0. ab and insert 6(2 (lost). (1) Can S. 0. ahx and insert cd; 

(2) Can S. 0. a and insert cd; (3) Can S. 0. ab and insert xy; (4) Can S. 0. ab. 

VI. If a motion to Strike Out certain words and Insert others is Carried — It 

can be Reversed only when Each Set of words is Changed: 

1. To same words {or part of them) with added words. 

2. To other words. 

3. To different words, or nothing (i. e. when one set of words is changed, as in 

1 or 2 ; and the other set is omitted). 
Examples: S. 0. ah and insert cd (carried). (1) Can S. 0. (a>^ and insert 
{c)dy\ (2) Can S. 0. x and insert {c)dy; (3) Can S. 0. abx or bx (but not a or ab\ 
and insert nothing: Or, Can insert cy or cdy (but not c or ccQ, and S. 0. nothing. 

VII. General Laws on Reversing Action. (R. R., Reed and Cushing.) 

1. Things done must stay done — ^unless Reconsidered. 

2. A motion (or amendment), to be in order , must be Substantially Differ- 

ent from any motion (or amendment) already acted on by the Assembly, 
during the Session. 

3. '^ Substantial Difference" means more tha/n, a mere change of Words. 
Note A. — " The same words" means words inserted (or struck out) vn one motion. 
Note B. — ''Added words" may be added or inserted by another motion for the sole 

purpose of making reversal possible. 
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LITERARY STUDIES. 



TEOB 8XBIB8 OF LITBBABT STUDOEB OOM- 
FBI8B8 THBBB OF DB. MATHBWS' MOST 
POPUIiAB BOOKS. THEY DBAIi WITH 
THBMES WHICH WUilj INTEBE8T AND 
THET FDBNIBH BBLPFUIj SUOOBSTIOMS 
AS WEIiIi AS YAIiUABIiB UTBBABT AND 
mSTOBIGAIi INFOBHATION. 



Oratory and Orators. 

The Beginnings of Oratory^ The Qualifi- 
cations of the Oratory The Political and 
Pulpit Orators of Various Countries— 
these and kindred topics are ably presented. 

" It is a volnme that no stadent can 
read without benefiting from it. "—^05/on 
Transcript, 

** It will attract the closest attention 
from all thoughtful politicians, states- 
men, and clergymen. Besides the value 
of the directions to the public speaker, 
the book abounds with sparkling anec- 
dotes, and gems of thought from cele- 
brated orators."— /^//^^//AtVx /Record, 

« The author treats in a suggestive and 
fascinating strain all the great English, 
Irish and American authors, analysing 
their reepectlye styles with a subtlety 
which shows profound research and well 
balanced ixiSigmeint."— Boston Traveler, 

" No better idea of the great orators, 
whose names are in all men's mouths can 
be found than from Dr. Mathews' glow- 
ing •pa.qfi^**— Philadelphia Inquirer, 



Ww6si Their Use and Abate. 

A study 0/ the significance of words, 
classification of words^ common impro' 
prieties of speech, etc. 

*'A book that will lead to the reforma- 
tion of thoubands of careless talkers."— 
Christian Union. 

'<No one can turn to a single page of 
■ the book without finding something worth 
remembering. It is a book both for 
libraries and general reading. Scholars 
will not disdain its many valuable lllus- 
trations, while ^/he rising writer will find 
in it a perfect wealth of rules and sug- 
gestions to help him form a good style of 
expression."— The Publisher^ Weekly. 

"It gives the condensed wisdom of 
every man who ever handled the sub- 
\&fiW*— Catholic Mirror. 



Hours with Men and Books* 

A series of talks about men of letters^ 
:j, andsul ' ' 



bookSy 



t subjects of literary interest. 



"A store-house of valuable informa- 
tion."— Z,ondo« Morning Pfst^ Eng. 

"A book that encourages the love of 
letters is so rare that it is impossible not 
to be grateful to Dr. Mathews for one that 
is so Jdndly and attractive."— y4//aif/<V; 
Monthly, 

'*Adj one desirous of cultivating an 
acquaintance with the leading thinkers 
and actors of all ages and to nave in a 
compendious form, intelligent opinions 
on their lives and works, will find herein 
the result of deep research and sound 
reflecUon,"—Shejffield PDst, Eng. 

'*Oalculated to impart knowledge in 
concrete form which hours of study 
would not give."— ^an*^ and Trades- 
manj Boston. y(^ 

3 Vote. In a box, handsomely bound In cloth 
and tliuatrated. Pries, $5.00. 
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